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Abstract 
―It is difficult to go to any presentation without encountering the most elementary errors of conception and execution‖   . ―... 
the patient tolerance of the audiences who sit through (presentations) in charitable silence with a politeness that approaches the 
heroic.‖ (Anthony Jay) . Nowadays, International conferences have become frequent and no doubt English has become the major 
language of the exchange of information and communication in those events. Usually, presenters pay a lot of time and effort to 
the content of their papers and less on effective English structures, vocabulary and pronunciation.  
The goal behind the present paper is to help conference speakers for effective English communication and presentation in an 
international conference. First of all different phases of presentation in an English conference is introduced as follows : 
Introduction phase, information phase , persuasion phase , visual phase , conclusion phase , and questions phase .  Then ,the 
structure of the English speech  and presentation , necessary elements , expressions , common vocabulary , pronunciation tips , 
intonation ,accent ,  voice tone , pitch , the mechanics of speech , phrasing , posing and pacing used in English presentations in 
international conferences  are introduced and discussed . 
© 2011 Published by Elsevier Ltd. 
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1 . Introduction  
1 .1 Why presenting at a Conference? 
By giving a presentation at a conference, one can express his/her  ideas and feelings and inform others of the 
results achieved . This may enable you to increase your chances of getting feedback on your work, establishing new 
contacts, collaborating with other research groups, and maybe of even getting more funds so that you can carry out 
better research. A presentation is an opportunity to talk about factors that you probably wouldn’t mention in your 
paper, e.g., ideas and conjectures, negative results, unfinished work—all of these might stimulate useful questions 
and feedback from the audience. You will also be able to exploit the review process that takes place before the 
conference, and of course you can include the presentation you have made in your CV, in applications for grants, 
and in grant progress reports. You will find that people will come up to you after the presentation and ask for more 
details or even suggest collaborations—this means that the effort to make face-to-face contact is principally made by 
them not you. In any case, if you have gained visibility through a presentation, then you will find it much easier to 
introduce yourself to other people and begin a conversation.  
 
1 .2 what kind of presentation do audience like to see? 
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Usually professional audiences like to see presentations that: 
•  Are delivered by a credible and confident person  
•  Are  prepared specifically for a special event 
•  Are clear and easy to follow 
•  Are  interesting and informative 
•  Have clear short slides, with minimal detail and helpful and/or entertaining images 
•  Are delivered in a friendly, enthusiastic, and relatively informal way 
•  Easily interact with the audience  
•  Put the audience first 
•  Have been practiced  
•  Have a clear , arranged structure with a specified conclusion 
•  Speaker talks to the audience rather than himself/herself 
•  Are not so technical and too detailed  
•  Are slow enough to follow  
•  The speaker shows a lot of interest in his/her topic 
 
1 .3 The structure of an English Presentation 
Ninety per cent or more of preparation is typically devoted to content. Countless hours go into creating and fine-
tuning the presentation materials, and whatever time there is left over—if there is any time left over—is reserved for 
practice. Yet how you practice can literally make or break your presentation. Keep in mind that a lot of presentations 
die on the vine [i.e. are not effective at all] because they aren’t rehearsed properly, or they’re never rehearsed at all .(  
Jeffrey Jacobi ) An effective presentation is well organized; this makes it easier for the listener to follow. There are 
mainly three parts to a typical presentation: the beginning, the middle and the end (or introduction, body and 
conclusion).  
 
1 .3. 1 The beginning (The introduction) 
This is the most important part of any presentation. It is when the speaker establishes a rapport with the audience 
and makes the first impression on the audience.  
 
1 .3. 1 .1 Get the audience's attention by signal words. 
The speaker may use the following words or expression when starting his/her presentation: 
Right. Well. OK. Ee…mm. Let's begin. Good. Fine. Great. Can we start? Shall we start? Let's get the ball rolling. 
Let's get down to business. 
It is common (In English-speaking countries ) to begin with a joke, humor , an anecdote, a statement made to 
surprise or to gain the audience's attention, to make people want to listen, to feel relaxed and even to introduce the 
subject. Asking direct questions or rhetorical questions in the beginning of a presentation in order to involve the 
audience in your discussion is an effective technique. Even asking to show their hands in response to a question or 
giving some information or personal ideas and feelings can also be effective and interesting for the audience.  
 
1. 3. 1.2 Greetings 
  The speaker may greet the audience by saying something like: 
Good morning / good day / Good afternoon/ Hello ladies and gentlemen. Good morning members of the jury. 
Good afternoon esteemed guests. Good evening members of the board .Fellow colleagues Mr. Chairman/Chairwoman. Thank you for your  
kind introduction. Thanks for giving me this opportunity 
 
1. 3.1.3 Introducing yourself  
By give personal information, audience can identify the speaker and establish your authority. 
Good afternoon ladies and gentlemen, let me introduce myself. Good morning everyone, I'd like to start by introducing myself. My name is...I 
am a student at the ………….I am a doctoral candidate, I am a PhD scholar of …I am …. from … . I'm the manager of…I am a researcher from 
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… I've been working on the subject now for X years...I've had wide experience in the field of...Good morning, my name is ……………. I am a 
student at the ……….. and I would like to talk to you today about some of my findings in a study I did on… 
But sometimes, especially when invited to speak, the host introduces the guest speaker, gives the same 
information and then gives the floor to him/her. 
I am very pleased and proud to introduce …who is…. He/she is known for… Now I'll turn the floor over to today's speaker. (To take the floor, 
to have the floor, to give the floor to someone.) 
 
1. 3. 1. 4 Introducing the title and the subject of your presentation 
Give a working definition of the subject you are going to speak about using the following sentences.  
Well, I would like to talk about …I plan to speak about...Today I'm going to talk about...The subject of my presentation is...The theme of my 
talk is...I've been asked to give you an overview of...I have chosen to speak about this because...I was asked to speak about X because... 
If you want to set any limits on the scope of your talk, it may be very useful to eliminate certain areas before you 
start so as to avoid confusion. It is also very useful and polite to give the audience some idea of how long you will 
speak so as to maintain their attention better. 
I will not speak about...I have limited my speech to…My talk will last about 15 minutes. I will speak for 15 minutes. 
You may ask a question or somehow try to determine the attitude and knowledge of the audience. You will then 
have to modify the contents, as you never know exactly what to expect. 
Have you ever heard of...?You may already know…I feel sure that some of you…Every day you encounter... 
Get the audience's attention by saying: 
Have you ever heard of/seen …?You've probably seen countless times...You may have wondered... 
 
1. 3. 1. 5 Give your objectives (purpose, aim, goals) 
The main purpose of an informative speech is to have the audience understand and remember a certain amount of 
information. You should therefore have two purposes: a general purpose and a specific one. The former is to inform: 
to give an overview, to present, to summarize, to outline; to discuss the current situation or to explain how to do 
something or how something is done. The latter is what you want the audience to take away with them after 
listening to you, what you want them to do, what they should remember. 
My purpose in doing this paper is to give you a …What I would like to do today is to explain…./ to outline.../ to illustrate.../ to have a look 
at.../to give you the essential background information on...What I want my listeners to get out of my speech is...If there is one thing I'd like to get 
across to you today it is that… 
 
1. 3. 1. 6 Announce the outline of your presentation 
Keep the outline to two or three main points. Concerning grammar the headings of the outline should be of the 
same grammatical form. 
I have broken my speech down/up into … parts .I have divided my presentation (up) into … parts. In the first part I give a few basic 
definitions. 
In the next section I will explain…In part three, I am going to /explain/ enumerate/ show...In the last part I would like/want to give a practical 
example... 
 
1. 3. 1. 7 Possible questions and comments from the audience 
It is quite common to let the audience know at some point in the introduction when and whether they may ask 
questions. 
I'd ask you to save your questions for the end. There will be plenty of time at the end of my speech for a discussion. You may interrupt me at 
any moment to ask questions or make comments. Please stop me if you don't understand anything I say but could you keep any specific questions 
until after I've finished. 
 
1. 3. 1. 8 Transition between the introduction and the body. 
Now let us turn to point ...Let us now move on to the … part, which is, as I said earlier…. 
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1. 4 The middle or the body of the presentation  
1 .4.1 Content 
All information you give in your speech should support your purpose. You will have to limit the content, as time 
is usually precious! 
 
1 .4.2 Quantity 
Give as much information as is enough to clearly develop your ideas. 
  
1 .4.3 Arrange your ideas logically 
Use the following possibilities for organizing your ideas:  
logical; chronological; order; from general to specific; from known to unknown; from accepted to; controversial; cause/effect; 
problem/solution.  
 
1 .4.4 Get the audience's attention 
The audiences usually remember the first and last parts of a presentation. Try to keep the audience's attention 
throughout the rest of the speech. 
 
1 .4.5 Signaling where you are. 
Sometimes it is necessary to guide the audience by using expressions to tell him/her where you are going. This is 
very like verbal punctuation. Indicate when you have finished one point and then go on to the next one. It is 
redundant in text but very useful in oral presentations. Experienced presenters will also clearly pause; change their 
stance and the pitch of their voice as they move from one part of a presentation to another. 
 
1 . 4 . 6 Listing information 
Vary your language whenever possible and avoid reading directly. Listing your information is very important.  
There are three things we have to consider: one, two, and three /A, B, C .Now let us look at the … aspect/part which is...First of all…In the 
first place… 
 
1 . 4. 7 Linking ideas, sections and making transitions 
Indicate the end of one section and the beginning of the next. 
That's all I would like to say about... and now let us turn to ....Now that we've seen... let us turn to… 
 
1 . 4 . 8 Outlining  
To show you are familiar with the different ways of dealing with a topic or situation, you can outline them . 
There seem to be two possible ways of dealing with this... first/first of all …We've looked at this from the point of view of  the/eye of … but 
what about if we were to...A number of options present themselves at this point.... 
 
1 . 4. 9 Comparing and contrasting  
You may compare the strengths and weaknesses of what you are dealing with in your presentation.  
What exactly are the …?On the plus side we can add...This is not the only weakness of the plan...We cannot ignore the problems that such an 
action would create...We do not need to concern ourselves with…Of lesser interest are… 
 
1 . 4. 10 To be clear and concrete.  
To give an example: 
Now let's take an example. An example of this can be found...To illustrate this…Let's see this through an example. For example, For instance, 
e.g. 
To rephrase : 
Let me rephrase that, In other words , Another way of saying the same thing is , That is to say, i.e. 
To summarize : 
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To summarize, To sum up, Let me summarize by saying ,So that concludes my overview, In conclusion , Briefly said , In short, What I've tried 
to show in this part...To recap what we've seen so far... 
To emphasize : 
What is very significant is...What is important to remember...I'd like to emphasize the fact that...I’d like to stress the importance of...to 
highlight... 
to underline...What I tried to bring out...What we need to focus on... 
To refer to what you have already said : 
As I have already said earlier...As we saw in part ...To repeat what I've said already… 
To refer to what you will say : 
We will see this a little later on. This will be the subject of part …We will go into more detail on that later. For now, suffice to say... 
To quote: 
I quote the words of ...In the words of…According to...Here I'd like to quote…As Mr. … says in his book...There is a famous quotation that 
goes... 
To refer to common knowledge , As you all may well know...It is generally accepted that...As you are probably aware (of)... 
 
1 . 5  The End Or Conclusion  
The end of a presentation needs special consideration. 
The Content 
The end or the conclusion of your presentation should include four parts:  
A brief review of what you tried to show in your presentation , A short conclusion , Thanks to the audience for listening , An invitation to ask 
questions, make comments or open a discussion  
At the end you should briefly summarize your presentation in a few lines . 
I'd like to summarize/sum up, At this stage I would like to run through/over the main points...So, as we have seen today....As I have tried to 
explain this morning.... 
For recommendations or proposals that you wish to make use the following sentences : 
As a result we suggest that…In the light of what we have seen today I suggest that...My first proposal is... 
When you conclude : 
In conclusion I would like to say that...My final comments concern...I would like to finish by reminding everyone that... 
If you distribute an abstract or …: 
I've prepared a/n … of...In the sheets that are now being distributed you will find a/n... 
Dealing with questions : 
Just a minute please. What is a...? I'd be happy to answer any questions....If there are any questions please feel free to as. Thank you very 
much for your attention and if there are any suggestions or comments 
Dealing with difficult questions: 
What do you mean by that ?How can I put it? Well , …As you know …I'm glad you asked that question. That's a good question/point/remark. 
Can I answer that question later ?I saw that in … of/by…I agree with you but there is another way of looking at it. 
 
1. 6. Visuals, slides, fonts, colors, size and …. . 
To give a successful presentation and at the same time a good image of yourself, careful preparation and 
organization of your material is a must . You need to take into consideration who you are speaking to, when, where, 
and why. Besides structure, it is also necessary to be relatively repetitive. A good 'rule' is announce what you are 
going to say, say it and finally, say what you've said. Be careful with the figures. Pronunciation (proper names, 
technical words, key words ,and numbers). Practice your presentation many times beforehand! According to experts, 
in a successful presentation ,along with a good structure , vocabulary  and organization ,55% of the message passes 
through non-verbal communication. Using images (visuals , slides); body language, and voice are extremely 
important .Visuals are : Graphs charts     .Media are : 
Transparencies/slides   . Data projector  To hand out a paper copy, called 
a handout is a great idea for the audience to follow your presentation .They can take them away, not waste time in 
taking notes while listening to you. 
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We use visuals : To get the audience's attention ,To illustrate points easier to understand in visual form but difficult in a verbal form (e.g. 
statistics) ,To reinforce ideas ,To change focus from aural/oral to visual, To involve and motivate the audience ,To involve all the senses ,To 
serve as logical proof , To save time and avoid putting information on a board , To avoid turning your back to the audience when writing on a 
board , To help the speaker to start , continue and finish his/her presentation smoothly  
Text to put on a visual : Full name of the speaker , conference name and logo, page number  date, title of 
presentation , affiliation , country , Email and contact number/s .Remember : Use short informative sentences in 
your slides .   
Size, layout, font and size, colors of the slides : Size : A4 . Layout should be pleasant and easy to read: horizontal/landscape 
layout is preferable.Preferred Fonts: Arial, Times New Roman, Verdana, New Century, Schoolbook and Courier Preferred Font size : 20 or more 
depending on the size of the place you will be speaking in. Use different sizes for different types of text: i.e. 20 for main headings, 16 for 
subheadings, 14 for other text. Use CAPITAL LETTERS, bold face, italics, underlining, e (white on black) or shading to highlight.If possible, use 
color transparencies (unless you are just showing text). 
How many slides : One slide for every two minutes is sufficient. Do not show too many slides at a time. 
 
1 . 7 General tips for a better presentation 
 Prepare and have the slides ready in a flash memory, or a CD in different (2003, 2007 etc.)   
 Check the place/room/conference hall of your presentation. 
 Test the audio/visual to see if people at the back of the room can see and hear you. 
 Stand to the side of the screen and face the audience. 
 Use a pointer or a laser pen to draw attention to a specific point. 
 Visuals should be adjusted to the audience. 
 Visuals should supplement the spoken message. 
 Good idea to give out a paper copy, i.e. a handout, not at the same time though, as the audience        
may not look at you. 
 Don't display too much information, too many colors or typefaces. 
 Check the layout of your slides. 
 Check your slides for possible misspellings or grammatical errors.  
 
1 . 8 How should you present a visual in a presentation? 
It is not sufficient just to put up a slide or transparency on the screen and expect the audience to turn its attention 
to it, to understand it and make the link with what you are saying. It is  suggest to prepare your audience for what 
they are going to see and hear. This keeps the audience on their toes and gives you the opportunity to position your 
visual correctly. 
Let's look at the current … of the … , as you can see...I'm going to show you now the most recent figures available...My next slide concerns 
the method by which... 
Draw the attention of the audience to the points that you wish to highlight but avoid redundancy by describing 
everything that is in the visual! 
As you can see....The first line of figures is the most revealing...Notice/observe how the increase has had an effect on the...What is important 
here is the way that... 
You can also try to rephrase your point to give it emphasis, giving the audience time to absorb the information. 
In other words the … has a direct effect on the...Or to look at it in another way every time you... 
 
1 . 9  Creating interest and , establishing a relationship with the audience 
From the very beginning you need to create interest and continue doing so throughout your speech. In informing 
the audience you have to adjust to what people think, to constraints, maintain a dialogue (and not a monologue) and 
your subj
techniques are: Give an unusual fact or statistic. Use words like you, we, us, our. Illustrate with a real life story or anecdote. Ask the audience 
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to do something. "Raise your hands if you know." Ask the audience direct or rhetorical questions. Be brief and clear in giving the subject and 
purpose. The speaker’s attitude is important - knowledge, personality, openness. Be lively and enthusiastic. Use a variety of media sources. 
 
1 . 10 Asking rhetorical questions 
Rhetorical question is a question that you ask without expecting it to be answered. In using such a question the 
speaker appears to be having a dialogue with the listeners. It also should catch their attention. 
Have you ever seen/heard/experienced...?How can we explain this? What does that mean? What can be done about that? What does this 
imply for you, as a consumer? 
 
1 . 11 Emphasizing/highlighting 
The important thing to remember is...The essential element is...Use auxiliary verbs for emphasis. We did see a noticeable difference. Change 
the word order . What I'd like to show today is the difference between the two products. Good it may be, easy it isn't. Repetition : As I've said 
before... Let me repeat… Tripling, chunking and other techniques of word play and emphasis should be used as you 
become more fluent and confident. This method is clearer, cheaper and more consistent. Quality is not something that affects the bottom 
line, it is the bottom line. 
 
1 . 12 Body Language 
The golden rule is "Be natural and relax!"  Body language means : Eye contact, facial expressions, posture, 
movements, gestures. Body language is very useful because : It is a natural part of communication. It clarifies the meaning.It 
vents nervousness. It  maintains interest. It emphasizes and regulates . Below are just a few examples of both positive and 
negative body language: 
 
1 . 12 . 1 Positive body language 
Eye contact to keep audiences' attention (Asian audience might feel aggressed.) Facial expressions should be natural and friendly. Don't   
forget to smile. Raise eyebrows to show surprise . Open eyes wide . Squint your eyes . Knit your eyebrows to show consternation or puzzlement 
Posture – stand straight but relaxed (do not slouch or lean). Movement - to indicate a change of focus, keep the audience's attention 
Move forward to emphasize . Move to one side to indicate a transition . Gesture . Up and down head motion or other movements to indicate  
importance . Pen or pointer to indicate a part, a place (on a transparency). Shrug of the shoulders to indicate "I don't know!" Hands - back and 
forth = two possibilities, more or less  
 
1 . 12 . 2 Negative body language 
Loss of eye contact: looking at notes, looking at screen, at the board, at the floor . Don't stare, or look blankly into people's eyes . Swaying 
back and forth like a pendulum . Back turned to the audience . Nervous ticks . Hands in pockets 
 
1 . 13  Voice And Pronunciation 
Correct pronunciation is important if the speaker is to be understood correctly. Incorrect pronunciation is perhaps 
the first cause of communication breakdown. If the listener is not accustomed to the speaker’s native language, 
he/she will not understand a mispronounced word. Mispronunciation also tires the listener’s ear and he/she will 
perhaps even stop trying to understand the speaker if it becomes too difficult. 
 
1. 13 . 1 Pronunciation 
There are two important aspects of pronunciation of individual words, word stress and the individual sounds 
themselves called "phonemes". A suggestion: make sure you know how to correctly pronounce at least the key 
technical words or words that your repeat over and over again in your speech. Just as in the case of individual words 
in English a particular syllable receives stress, so do particular words in a sentence. Sentence stress concerns 
stressing particular words in a sentence usually at regular intervals. English speakers stress words that are important 
for meaning such as: nouns, verbs, adjectives, adverbs, negatives, demonstratives and interrogatives. Unstressed 
ones include articles, auxiliary verbs, prepositions, and conjunctions. 
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1 . 13 . 2 Voice 
Voice includes : loudness, speed (fast or slow), variety, pitch (high or low), silent moments or pauses . Voice is 
important because: It indicates importance or meaning . It creates atmosphere and avoids sounding monotonous and puts the audience to 
sleep! 
 
2 . Conclusion 
As the world becomes a global village ,the international conference become more frequent , and the language of 
choice to mediate the exchange of information is English . Usually those scholars , professors , educators , 
instructors who participate in international conferences whose official language is English pay a lot of attention to 
the content of their papers and less on effective English structures, vocabulary and pronunciation . Therefore their 
presentations are not so effective since audience do not listen and cannot understand them well . During the present 
paper , all different phases of presentation in an English conference was introduced as follows : introduction phase, 
information phase , persuasion phase , visual phase , conclusion phase , and questions phase .  Then ,the structure of 
the English speech  and presentation , necessary elements , expressions , common vocabulary , pronunciation tips , 
intonation ,accent ,  voice tone , pitch , the mechanics of speech , phrasing , posing and pacing used in English 
presentations in international conferences  were discussed . 
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